
APPLICATION FOR RECORDS RETENTI 

INSTRUCTIONS See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulins Section. 

ress .Ad 

_.r____ ~ n t  of Education ~ ' 

Office of Vocational Education 
Vocational Instructional Division 

ppllsIlon wre 

Consiuner and Homemaking Educationb&*cr 
Atlanta. Georeia SUB- 

FOR AGENCY USE 1. Agency w o  _-. ...- ..--. nnnartme 
FOR RECORDS MAMAGEMENT USE 

Application Number 

61- 323 
Date Completed 

MAY 1 3  1981 I .MAY 3 lQRt 

. Datesof Series 
arliest Latest 

1976 1 %  date 

5. Records Series Title (followedby title used in offie; if different) 
Consumer and Homemaking Education District Office 
School System Files 

~~~ 

. Record Series Description This fi le contains the following documents (include form numbersand titles, ifany): 
Atta& samples of the file. 

Documents relating to: monitoring the activities of the Consumer and Homemaking Education pro- 
grams by the district office. 

Included are: Program of Work (DE Form 0162) ; reference copy of on-site vocational evaluation 
(record copy covered by schedule #81-107); copies of Monthly Report, and summary of 
prior years monthly report; copy of Consumer and Homemaking Education follow-up of on-site 
vocational evaluation; Annual Report from teachers of Consumer and Homemaking Education; 
and related correspondence. 

File is arranged: chronologically by fiscal year; thereunder by school system; tiereunder 
byschool. 

- 
I. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 
I. Annual Rate of Accumulation of Records 

Letter-size drawers ; Legal-size drawers ;Shelves ; Other  if^) 

1-50-71; Rev. 76 lour) 



'ES NO 10. Questionnaire (Place an "X" In the proper mlumn) 
a. I s  this the official mpy of the series? 

I f  not. where i s  i t 7  

b. Does the series mntain mnfidential information requiring security handling? If yes, c$e law or regulation. X 
1 I 1 X I c. Isthisavital record? 
[ x I d. Does this series have historical or long term research value? 

e. When one or two documents in the fi le make it necessary to keep the entire fi le for a long period, wuld these 
documents be scheduled sewratelv? 

f. I s  the information mntained in this seriw ever Published? I f  vgs. attach cow. x I g.% the i;lfwma'tion mntained in this series ever analyzed and/or re ded in sum arized report? 
If  V% attach W P ~ .  Teachers' Annual Report at  t h e y t a t e  ?eve? 

: .  h.. fs there a duplication of this sk ies  in your office, or in another office or agency? 
- 

I f  veLwhere? Partiallv at the state of f ice .  

Doert h e m r d  series r d t  i n a wmDut er or intout? 
X i. Is this series l o r d  mior  f l  
X I.  

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 3 years. 
c. Federal law years. f. Federal retention instructions years. 

Attach mpy or excert of laws or regulations. Explain administrative need. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year; IJ Fiscal Year; 0 Other then, 

@ Hold in the current files area 
0 Transfer to local holding area; hold 

IXI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

month(s) 1 yeark); then 
year(r1; then 

Transfer to State Remrds Center; hold 2 year(s1; then 
. .  

These instructions apply to a l l  prior and future accumulations of the series. 


